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1 Introduction 

1.1 PRINCE2 in Durham Environments (PRIDE) 

PRIDE (PRINCE2 In Durham Environments) is an implementation of the PRINCE2 project 

management method, its name is derived from PRojects IN Controlled Environments 

(PRINCE), with ‘Durham’ incorporated to indicate the tailoring of PRINCE2 to suit the 

Durham University Environment.  This document is an evolving definition of PRIDE. 

PRIDE recommends that a project consists of four main processes1 - phases through which 

a project should progress on its journey from very beginning to very end.  These are: 

 Concept / Start Up: where the reason for the project and expected outcome is 

agreed and business justification approved 

 Planning / Define: where the project is planned in detail 

 Delivery: delivery according to the approved plans, day-to-day management of the 

project 

o Design 

o Develop / Test 

o Implement / Transition 

 Closure: Marking a formal end to the project, reviewing delivery against what was 

planned and learning from experience of delivery 

 

 

 

                                                
1 The PRIDE Processes are aligned with Processes as defined by PRINCE2 
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Within these processes, a series of themes2 capture the ongoing, or continual, aspects of 

project management – i.e. the series of activities which should be constantly managed and 

monitored throughout the project’s lifespan.  The PRIDE themes are: 

 Business Case  

 Organisation  

 Quality  

 Plans  

 Risk  

 Change  

 Progress 

To support the management of a projects lifespan, a project checklist of minimal 

requirements has been developed.  The requirements are based upon the size of the project 

which is determined via an internal assessment process.  The minimum requirements will 

support project governance and introduce consistency within projects. 

 

                                                
2 The PRIDE Themes are aligned with Themes as defined by PRINCE2 
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Approval Gate 

 

* https://www.dur.ac.uk/committees/reports/ 

# https://www.dur.ac.uk/resources/strategic.planning/local/OperationalRiskRegisterTemplateBlank_.xlsx  

https://www.dur.ac.uk/committees/reports/
https://www.dur.ac.uk/resources/strategic.planning/local/OperationalRiskRegisterTemplateBlank_.xlsx
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1.2 PRIDE Development 

PRINCE2 has been extensively adopted by many organisations – especially public and 

charitable organisations. 

PRIDE draws upon on the Joint Information Systems Committee (JISC) advocated infoNet 

PRINCE2 approach for Higher Education organisations.  Where applicable, JISC templates 

have been utilised. 

“JISC infoNet aims to be the UK’s leading advisory service for managers in the post-

compulsory education sector promoting the effective strategic planning, implementation and 

management of information and learning technology.” 

PRIDE was developed by the CIS Project Management Office (PMO) at Durham University 

as a standard method and series of templates to deliver IT projects.  Whilst it was originally 

developed for this purpose, PRIDE is a general project management method, suitable for 

any type of project.  It is also scalable and many of its techniques can be used in isolation or 

as elements of planning, project and delivery. 

PRIDE is available and applicable for use by any project delivered within Durham University. 

http://www.jiscinfonet.ac.uk/
https://www.dur.ac.uk/cis/projects/pride/?edit=true


 

PRIDE (PRINCE2 in Durham Environments)  Methodology 

8 of 32 PRIDE 1.12.docx 

 

2 The PRIDE Processes  

“A process is a structured set of activities designed to accomplish a specific objective” 

[PRINCE2] 

PRINCE2 defines 7 processes – clearly defined activities (or phases) which progress the 

project from the very beginning to the very end of its lifecycle.  PRIDE distils these into 4 

distinct processes as summarised in this chapter. 

2.1 What are we doing? 

 

“Do we have a viable and worthwhile project?” [PRINCE2] 

The very beginning of a project is its most crucial stage – any failing at this stage is likely to 

lead to bigger issues further down the line.  This chapter outlines the PRIDE process by 

which it is recommended a new project should be brought into being.  

The Concept / Start Up process is deliberately set before the project has officially begun – 

prior to Planning / Define it is important to ensure that the prerequisites required to do so are 

in place.  

It provides two key checkpoints; 

 Ensuring the high level goals of the project are understood and shared. This is 

provided by the Project Mandate. 

 Ensuring that the project has a level of business justification that has been approved 

by the relevant authority. This is provided by the Business Case and by reference to 

current business strategy and plans. 

2.1.1 Project Mandate 

The Project Mandate captures ‘the idea’ and provides information explaining the reason for 

the project and the outcome expected.  This would usually be a formal document, in practice 
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it is recommended that the Mandate be a short document (rarely longer than 2 sides of A4), 

drafted by, or on behalf of, the Project Executive.   

The Project Mandate serves as a high level guide to the project, to be shared and 

understood by relevant parties.  Alongside the Business Case, it also provides an instruction 

for the Project Manager to formally begin the Project by moving into the Planning / Define 

Phase.  

2.1.2 Business Case 

“The Business Case is used to document the business justification for undertaking the 

project, based on the estimated costs against the anticipated benefits to be gained and 

offset by any associated risks.” [PRINCE2] 

The Business Case is a key document for the project and its approval, combined with the 

Project Mandate, should mark the point at which the project formally begins, by progressing 

to the Planning / Define Phase. 

Depending upon the size and development of the project, the Business Case may already 

exist or may need to be created; it may be a lengthy document requiring approval by a 

higher authority within the University (see below) or be a simple summary to be approved by 

the Project Executive. 

PRIDE uses the University’s Business Case templates. 

2.1.3 The Annual Planning Process 

Approval of Business Cases for major projects typically occurs during the annual planning 

process cycle, but may also be raised outside of this cycle.  A Project may require approval 

from other bodies – for example, projects with a significant IT element are reviewed by 

Portfolio Review Board (PRB) and Information and Technology Transformation Board 

(ITTB), with recommendations provided to University Executive Committee which provides 

approval.  

https://www.dur.ac.uk/committees/reports/
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2.2 How are we going to do it? 

 

Once a project has an approved Mandate and Business Case, it moves into the Planning / 

Define (or Project Initiation) stage.  This stage is focused around the detailed planning of the 

project – detailing the aims and deliverables, the approach and resource involved. It is based 

around the creation of the Project Initiation Document (PID).  This key document serves 

as the ‘contract’ – an agreement between the Project Board and Project Manager as to how 

the Project will be delivered.  

2.2.1 Project Initiation Document (PID) 

 “…to define the project, in order to form the basis for its management and an assessment of 

its overall success.” [PRINCE2] 

The PID is a key document, defining the project and the central focus of the Planning / 

Define phase.  It is a powerful communication mechanism in gaining common understanding 

of the project.  Draft versions may be used by the Project Manager to challenge assumptions 

and bring clarity to the project definition. 

The PRIDE PID contains the following sections: 

Section Summary 

Introduction A summary of the role of the Project Initiation Document 

Project Objectives A background to the project and its stated objectives.  This 
should include project benefits and any Key Performance 
Indicators or other stated measures of project success 

Scope A clear definition of project scope – activities that are ‘IN’ 
scope and, importantly ‘OUT’ of scope (i.e. related items that 
will not be delivered) 

Risks, Constraints & 
Assumptions 

A summary of how the project will manage risk together with 
an initial summary of key known project risks.  Also stated 
constraints (factors which will limit the project is some way) 
and assumptions (factors which the project ‘assumes’ are in 
a certain state – any alteration may alter the course of the 
project) 



 

PRIDE (PRINCE2 in Durham Environments)  Methodology 
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Project Organisation A summary of how the project will be governed – the teams 
involved (i.e. Project Board, Core Project Team etc) and the 
key individual roles. An organisational diagram may be of 
benefit. 

Project Control A summary defining the various controls that the project will 
put in place (such as issue management, financial 
management, change and exception control, documentation) 

Project Quality Plan A definition of how the project will ensure the quality of both 
its project management and its deliverables  

Reporting How and when the project will report to its stakeholders. 
Also a definition of the various Registers the project will 
maintain 

Stakeholders An initial definition of key project stakeholders and the 
mechanisms by which the project will communicate with 
them 

Planning The project plan (probably at a high level within this 
document), including details of any phases and/or work 
packages 

 

The PID must be agreed with and approved by the Project Board. 

In contrast to the Mandate and Business Case, the PID is not a static document and should 

be maintained and updated as required as the project develops.  Amendments to the PID 

should be made with Project Board approval.  Its initial approval, by the Project Board, 

marks the end of Planning / Define and the beginning of Delivery. 

2.2.2 Benefits 

“The measureable improvement resulting from an outcome perceived as an advantage by 

one or more stakeholders” [PRINCE2] 

Projects are all about benefits – achieving positive goals that bring about an improvement. 

Therefore, at the heart of every project should be a clear and comprehensive capture of the 

benefits that the project is to deliver.  These benefits should be designed around the 

provision of improvements and enhancements to the business (i.e. the University) and 

should serve as the key driver by which project delivery is managed and project success is 

judged.  Project benefits should be approved and, ideally, defined by the Project Board and 

should mostly be directly aligned to University Strategy. 

Benefit identification, management and realisation are more than paper exercises – delivery 

of benefits are at the core of the project purpose and understanding what they are and how 

best they can be achieved has a direct impact on the project scale and approach. 

2.2.2.1 Benefits Identification 

A useful approach to benefits identification is to hold workshops for that express purpose – 

both with the project team and with the Project Board – brainstorming the potential benefits. 

This can be assisted by considering the vision, objectives, goals and scope of the project or, 

ideally, should be used to design the project’s scope and goals. 
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2.2.2.2 Benefits Mapping 

Individual benefits considered in isolation have merit, but to maximise understanding and 

effectiveness the inter-relationships between the benefits and their relationship to 

deliverables, they can be mapped.  

A basic example of benefit mapping: 

 

The identification and mapping of project benefits can be greatly aided through facilitation 

and the participation of a Business Analyst. 

2.2.2.3 Benefits Register 

Project benefits are captured in a Benefits Register and monitored for the duration of the 

project. 

Title Benefits Register 

Purpose Provides a repository for approved project benefits, used to capture and to 
monitor 

Updated Populated following benefit identification. Updated on an ad hoc basis as 
required.  

Maintained 
by 

Project Manager 

Composition As a minimum: 

 Benefit identifier 

 Benefit description 

 Benefit Owner (generally a member of the Project Board ‘responsible’ 
for monitoring progress against achieving the benefit) 

 Business Area/Department 

 Measurement - Key Performance Indicator (KPI) 

 Pre-implementation Measure & Date 

 Post-implementation Measure & Date 

 Realisation timescale 

 Date modified  

2.2.2.4 Benefits Realisation 

The core concept in defining project benefits is in identifying improvements that the project 

will achieve and therefore the project should put in place suitable mechanisms to mark this 

achievement. Maintaining a Benefits Register as described above provides a tool by which 

benefits can be monitored and, once achieved, signed off. However, the nature of project 

Improved 

Efficiency 

Reduction of power 

requirement 

Reduction in paper 

use 
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benefits dictate that a proportion of benefits identified (potentially all depending upon the 

project) will be achieved after the project has closed. 

As part of its approach to benefit management, the project should put in place mechanisms 

by which benefits are monitored beyond the life of the project. This may be as simple as 

planning a benefit workshop at a suitable point after project closure, with additional sessions 

to follow if required. 

2.2.2.5 Key Performance Indicators (KPIs) 

Aligned to, and often based upon, project benefits are Key Performance Indicators (KPIs).  

These are measureable targets by which project delivery can be defined and should set out 

metrics and target dates for achievement. 

The project may have both project management KPIs and project outcome KPIs potentially 

differing for internal team and supplier team), and these are defined within its PID.  

2.2.2.5.1 Project Management KPIs 

A starting point for the project management KPIs is shown below:   

 A Project Status Report (PSR) is produced at least once per month 

 The Project Board meets at least once per quarter 

 A project update is provided to PRB for its monthly meetings and ITTB for its bi-

monthly meetings 

 The PRIDE method is followed, with some or all of the following in place, size of 

project dependant: 

o Project Initiation Document (PID) – approved  

o Project Plan 

o Quality Plan (may be part of the PID) 

o Risk Register 

o Issues Register 

o Communications Plan 

o Benefits Register 

o Work Packages 

o Lessons Learned Report 

o End Project Report 

 The project is delivered within its stated budget (subject to approved change 

controls) 
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2.2.2.5.2 Project Outcome KPIs 

The project outcome KPIs may be derived from the Project Benefits (in terms of how the 

project will be perceived as a success) to provide a measurement of the success of the 

project. 

2.2.2.5.3 Supplier KPIs 

The University’s Procurement Service encourages the use of KPIs in managing supplier and 

consultant deliveries to the project where relevant.  The Project Manager ensures these are 

in place. Example KPIs to consider include: 

 Schedule of key milestones 

 Attendance on site  

 Scheduled Delivery of key documents 

 Quality of deliverables 

 Consistency of personnel  

2.2.3 Risk Register 

“An uncertain event or set of events that, should it occur, will have an effect on the 

achievement of objectives” [PRINCE2] 

A Project risk is something that may occur that affects the project to some extent – usually 

negatively though it is also possible to have a ‘positive risk’ i.e. an opportunity that may be 

exploited.   

The key element here is that a risk is conditional and the process of risk management is 

focused on the identification and management of risk to reduce both the likelihood of a risk 

occurring and the impact should the risk occur. 

The Strategic Planning Office has defined the risk management approach for Durham 

University and this approach is followed by PRIDE which utilises the standard Risk Register.  

Elements of the University's Risk Management System are available at: 

https://www.dur.ac.uk/strategic.planning/risk/  

The Risk Register is owned and maintained by the Project Manager.  A complete risk 

description consists of the underlying cause and possible consequences if the risk occurs. 

Each risk will have an owner identified, with the owner expected to manage the mitigation of 

the risk to a satisfactory level.  New risks and changes to the probability and impact of risks 

will be recorded on the Risk Register.  Risks can be identified by anyone with an interest in 

the project, via the Project Manager. 

Risk Register Roles and Responsibilities: 

 Maintained by the Project Manager 

https://www.dur.ac.uk/strategic.planning/risk/
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 Reviewed by the Core Project Team at agreed regular intervals (recommended 

monthly) 

 Reviewed by the Project Board at agreed regular intervals (recommended quarterly) 

 All members of the Core Project Team and Project Board are responsible for raising 

any risks that they may identify. These should be brought to the Project Manager in 

the first instance 

 Risks may only be closed by the Project Manager 

2.2.3.1 Inherent and Residual Risk  

The Risk Register captures both Inherent and Residual risk. 

Inherent risk is the risk which is intrinsically bound up with the activity, i.e. an assessment 

prior to the implementation of any controls or mitigations.  Residual risk is the extent of the 

risk after the application of the control.  It provides a ‘live’ status of the risk incorporating any 

mitigating actions undertaken.  

2.2.3.2 Risk Assessment Scales  

Scaled assessments of impact and likelihood are defined in an assessment scale.  For both 

impact and likelihood this scale is 1-5, with 5 being the most significant.  Project specific 

guidelines may be put in place to quantify the criteria for these scales (e.g. if likelihood of a 

risk occurring is >80%, the likelihood score is 5). 

Impact Score Likelihood 

Severe 5 Almost certain 

Major 4 Very Likely 

Moderate 3 Moderate Possible 

Minor 2 Unlikely 

Insignificant 1 Very unlikely 

2.2.3.3 Risk Appetite 

As with the University risk management strategy, risks are assessed against an agreed 

‘appetite’ for risk.  This provides an indication of whether the potential impact of a risk is 

deemed to require immediate mitigating Action or is at a tolerable level (Monitoring).  The 

current risk appetite matrix is: 
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Note that this is a guideline only – it is still worthwhile and good practice to also consider 

actions for those risks assessed as being beneath the “risk appetite line”. 

2.2.3.4 Risk Management Approach 

Each risk may be assessed to determine the appropriate type of risk approach from a choice 

of treat, tolerate, transfer, terminate. 

Risk Approach Explanation 

Treat Take action to reduce either the probability of the risk occurring or the 
severity of the impact were it to occur. 

Tolerate Accept the risk and do not attempt to reduce it. 

Transfer Transfer the risk to a third party e.g. an insurer (note that this may 
cover the financial part of the risk but not the whole impact of the 
risk). 

Terminate  Eliminate the risk. 

Risk Matrix

Risk Threshold

Likelihood

5

Very unlikely Unlikely
Moderately 

possible
Very likely Almost certain

Insignificant 1

1 2 3 4

PRIDE  (PRINCE2 in Durham Environments) 

Im
p

ac
t

Severe 5

Major 4

Moderate 3

Minor 2
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2.2.3.5 Risk Register 

The recommended University risk register template is available here, with guidance for a 

lighter touch on small projects: 

Title Risk Register 

Purpose Provides a repository about the risks, their analysis, mitigation and status. 

Updated Risks are added to the register by the Project Manager.  When a risk is 
identified, it is assessed against the impact on the project and the 
probability of it occurring:  

Maintained 
by 

Project Manager 

Composition As a minimum: 

 Risk no: 

 Category 

 Raised by 

 Date Raised 

 PM Pick 

 Risk 

 Inherent 
o Impact 
o Likelihood 
o Risk Score 
o Current controls 

 Residual 
o Impact 
o Likelihood 
o Risk Score 
o Proximity 
o Acceptable risk threshold? 
o Risk Approach 
o Mitigation/Contingency 

 Risk Owner 

 Action Owner 

 Date of last Change 

 Status 

 Risk Closure Reason 

 Closed Date 

2.2.3.6 Project Registers 

Another important reporting tool for any project is the registers it maintains to track various 

elements requiring regular management and monitoring.  Listed below are the core PRIDE 

project registers:  

Section Summary 

Benefits Register The stated project benefits. This register may include an 
indication of status (i.e. if the project is on track to deliver) 
and relevant links to University Strategy. 

Risk Register The means by which project risks are recorded, managed 
and monitored. 

Issue Register The means by which project issues are recorded, managed 
and monitored. 

https://www.dur.ac.uk/resources/strategic.planning/local/OperationalRiskRegisterTemplateBlank_.xlsx
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Lessons Learned Log Capture of all lessons learned during the project, to be 
reviewed during the Closure stage. 

RAIDD (for large 
projects) 

The means by which project risks, assumptions, issues, 
decisions and dependencies are recorded, managed and 
monitored 

 

Depending upon the project, additional registers maintained by the Project Manager may 

include: 

Section Summary 

Actions Register A record of all actions, who they are assigned to and a 
completion date. In particular this may be valuable for a 
Core Project Team. 

Daily Register A diary of daily project activity and progress. This may be 
particularly valuable during periods of heavy and detailed 
activity. 

Assumptions Register A record of agreed project assumptions and any key 
developments or additions to these. 

Communications 
Register 

A summary of project communication activity. The content of 
this register should be stipulated in the Communications 
Plan. 

Change/Exception 
Register 

A record of each change note and/or exception report raised 
during the project and its outcome. 

 

2.2.4 Communication 

Good communication is at the heart of every successful project – it is simply crucial to every 

aspect of project management.  The communications strategy for a PRIDE project is 

captured within a Communications Plan. 

2.2.4.1 Communications Plan 

This is a live working document and elements will be updated throughout the duration of the 

project.  It identifies the key stakeholder groups within the University, the methods and tools 

available to the project to achieve communication and the regular project communications 

and timescales.  This document is intended to provide the project team with the information 

needed to communicate effectively with the University stakeholders during the lifetime of the 

project.   

The Communication plan is in itself part of the communication process.  It enables key 

stakeholders, in particular the Project Board, to have visibility of the planned approach to 

communications within the project and encourages feedback and direction.  

It is the mechanism for obtaining approval from the Project Board for the communication 

plans of the project team. 
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Title Communications Plan 

Purpose Records the identified project stakeholders and planned means of 
communicating with, and reporting to them 

Updated Ad hoc as required. Significant changes to be approved by Project Board 

Maintained 
by 

Project Manager 

Composition As a minimum: 

 Project Summary 

 Communicating Objectives 

 Target Audiences 

 Context 

 Potential Risks 

 Tactics 

 Key Messages 

 Outline Activity Plan 

2.2.4.2 Stakeholder Management 

A project Stakeholder is any person or group who may be affected by, or have some opinion 

on, the project.  By understanding its stakeholders, the project is better able to target and 

plan communications.  At an early stage, the project should carry out a stakeholder 

identification exercise and the information captured should inform, and be incorporated into, 

the Communications Plan. 

 

2.3 Managing it!  

 

Once the foundations have been clearly laid via Concept / Start Up and Planning / Define, it 

is time to deliver.  The Delivery stage is focussed around the day-to-day management and 

monitoring of the project.  The Themes chapter covers the project management activities 

that take place during this phase in detail – the approach to each will have been defined 

within the PID. 



 

PRIDE (PRINCE2 in Durham Environments)  Methodology 

20 of 32 PRIDE 1.12.docx 

 

2.3.1 Project Status Report 

A core element of project communication is regular status reporting.  Within PRIDE this is 

managed via the Project Status Report (PSR).  This report (it may also be termed a Highlight 

Report) should be produced monthly to provide a high level summary of project progress to 

the Project Board (and other bodies such as PRB). It consists of the following information:  

Title Project Status Report 

Purpose A monthly ‘highlight’ report from the project   

Updated Monthly 

Maintained 
by 

Project Manager 

Composition As a minimum: 

 Project name and simple description 

 Name of executive and Project Manager 

 Key project milestones and delivery against these 

 Financial summary 

 Key activities completed 

 Key activities planned 

 Key risks and issues 

 

2.3.2 Work Packages & Phases 

Depending upon the project, it may be suitable to divide activity into work packages (i.e. 

defined pieces of work to achieve a particular goal) or phases (i.e. defined periods of time 

during which certain goals will be delivered).  Breaking a project up in this way can help to 

mark key decision points.  These should be clearly demarcated on the project plan and 

documented. 

Title Work Package 

Purpose A monthly ‘highlight’ report from the project   

Updated Monthly 

Maintained 
by 

Project Manager 

Composition As a minimum: 

 Project name, author and owner 

 Work Package Description: 

 Change Control Requirements 

 Benefits 

 Deliverables 

 Third-party Relationships 

 Tolerances 

 Constraints 

 Approval/Closure Method 

 Resourcing Requirements 
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2.3.3 Change  

One thing that is inevitable for any project is change.  Changes made to a project during 

delivery are not necessarily a bad thing – provided that they are suitably managed.  

Depending upon the scale of the change or exception, it may be necessary to escalate to 

the Project Board, or to a higher authority within the University, for approval. 

2.3.3.1 Change Management 

A project change is most commonly optional – i.e. the project will be able to continue as 

planned without approving a proposed change however, the recommended approach will 

most commonly be to accept one of the options put forward. 

Requested changes to the scope or approach of the project are handled through a change 

control process using a Change Control Note (CCN).  Minor changes that have no impact on 

scope, benefits, cost, timescale, or other projects do not need to form part of the formal 

change control process. 

A CCN may be raised by any project team member and subsequently sent to the Project 

Manager.  The Project Manager takes the role of Change Control Manager, ensuring all 

CCNs are assessed, communicated and actioned.  A CCN that has no significant impact on 

timescale, costs, organisation, or benefits may be authorised by the Project Manager, and 

copied to the Project Board for information.  Otherwise, the decision is made by the Project 

Executive. They may seek support or opinion from the Project Board in reaching a decision.  

Depending on the scale of the requested change, the Project Board may ask for it to be 

considered by a higher authority within the University. 

Title Project Change Control Note 

Purpose Report to highlight a requested change to project plan or deliverables   

Updated Raised as required 

Maintained 
by 

Project Manager 

Composition As a minimum: 

 Basic CCN details 

 Description of the proposed change 

 Impact assessment of summary 

 Decision and sign off 

2.3.4 Exception Management 

A project exception arises in a situation where action must be taken to either keep the 

project on track, to deliver to plan, or where the project plan must be altered in some way 

(i.e. time, cost, scope, quality) due to some uncontrollable circumstance. 

As with a project change, project exceptions are managed via the creation of an Exception 

Report which captures the reasons for deviation and the recommended action (potentially 

one of a number of options).  Most commonly Exception Reports cover items of a significant 

nature which requires approval by the Project Board or a higher authority, though they may 

also be used for smaller items whereupon they should be approved by the Project Manager. 
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Title Exception Report 

Purpose Report to highlight a predicted breach of project tolerance levels or 
requirement to adjust project plan or deliverables   

Updated Raised as required 

Maintained 
by 

Project Manager 

Composition As a minimum: 

 Category of Tolerance 

 Cause of Forecast Deviation from the Original Plan 

 Impact of Forecast Deviation 

 Available Options 

 Effect of each Option on the Business Case & Risks 

 Project Recommendation 

 Lessons 

 

2.4 How did we do? 

 

“One of the defining features of a project is that it is finite – it has a start and an end.” 

[PRINCE2] 

Every project should have a clear end point, marking the achievement of all original 

objectives (unless these have been amended via an approved change note) and handover 

of these deliverables to operational, or business-as-usual, activity.  The latter is a key 

element in ensuring the ongoing success of the outcome(s) delivered by the project. Steps 

should be taken to formally agree ongoing operational actions and where the responsibility 

for these lies before the project comes to a close. 

2.4.1 Lessons Learned 

Each project should maintain a Lessons Learned Log from the outset, which is used to log 

anything that is identified to have had a significant influence (either positive or negative) on 

the project.  This register is then reviewed at Project Closure, with the key question, “If we 

did this project again what would we do it differently from the outset?” being asked. 
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A full Lessons Learned Log can be a valuable resource both in terms of understanding the 

positive and negative aspects of a completed project and in providing a useful reference for 

new projects.  

The recommended content of a Project Lessons Learned Log is summarised below: 

Title Lessons Learned Log 
Purpose Acts as a repository of any lessons learned during the project that can be 

usefully applied to the remainder of this project or to other projects 

Updated As and when required, in identification of a lesson learned 

Maintained 
by 

Project Manager 

Composition As a mi 

 Category  

 Raised by  

 Date Raised  

 Lesson  

 Impact  

 Description  

 Recommendations for future actions  

 

2.4.2 End of Project Report 

The closure of a project also provides an opportunity to carry out a review of the project as a 

whole, to identify how the final results match up against those identified at the outset, what 

worked well and what was less successful.  Typical elements of the End of Project Report 

include: 

 Review of how the project has met its’ objectives (incl. benefits), including 

recommendations for any objectives not met 

 Performance against time and cost 

 Project Plan review 

 Risk analysis 

 Lessons Learned 

 A closure statement (i.e. a final ‘in a nutshell’ summary of the project’s journey and 

success) 

 

Don’t forget to Celebrate! 

The completion of any project, regardless of size, length or complexity is a significant 

positive milestone and an important step in signalling the end point is to recognise this and, 

particularly, the efforts of everyone involved in getting to this stage.  

Once the End of Project Report has been approved, some means of celebrating this point 

should be arranged.  This could be achieved in any number of ways and should be in-
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keeping with the size of and amount of effort required in delivering the project. It should seek 

to thank the individuals’ involved and broadcast closure to project stakeholders. 
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3 The PRIDE Themes 

 

PRINCE2 defines Themes as “aspects of project management that must be addressed 

continually”. This chapter sets out the PRIDE Themes – these are the activities which are 

constantly managed and monitored during the life of the project. 

3.1 Business Case (see section 2.1.2) 

3.2 Organisation 

A project is a temporary organisation brought into being to undertake a specific activity.  This 

organisation consists of clearly defined groups and individual roles. 

3.2.1 Project Board 

Each project is directly governed by a Project Board [in some cases this is known as a 

Steering Group].  The Project Board is responsible for the direction and management of the 

project and may be installed during Concept / Start Up or Planning / Define.  

The Project Board holds responsibility to review the status and current reported progress, 

against plan and budget, review key risks and issues, and will be able to assist the project by 

acting as a mechanism for escalation and decision making to ensure the project remains on 

track. Project Boards typically meet every one or two months. 

The Project Board should be constituted to fulfil the main PRINCE2 roles - Executive, 

Senior Supplier, and Senior User.  The role summaries below are derived from PRINCE2. 

3.2.1.1 Project Executive 

The Project Executive is the single individual with overall responsibility for ensuring that the 

project meets its objectives and that the project outputs are delivered and can be used by 

the Users to deliver the benefits.  The Executive is the owner of the project Business Case 

and is Chair of the Project Board.  The Executive is generally drawn from the business. 

3.2.1.2 Senior User 

The Senior User is accountable for ensuring that user needs are specified correctly and that 

the solution meets those needs.  They represent the people who will use the products 

delivered by the project and have responsibility for approving project deliverables from this 

perspective.  The Senior User is responsible for ensuring the benefits are realised.   
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3.2.1.3 Senior Supplier 

The Senior Supplier represents the supplier (i.e. the deliverers of the project) interests within 

the project.  They provide supplier resources and have responsibility for approving project 

deliverables from this perspective.  

3.2.2 Core Project Team 

The Core Project Team is responsible for day to day project delivery, reporting on progress 

and issue resolution (where suitable).  The group membership will consist of individuals 

responsible for the delivery of project work packages and/or specific deliverables, plus the 

Project Manager who will generally lead it.  It may be that additional sub-groups, or working 

teams, report into the Core Project Team. 

3.2.2.1 Developing the Team 

Whether a formal team, or a group of individuals with responsibility for delivering separate 

elements, the Core Project Team is a vital element of the project.  Given the very nature of a 

project as a temporary organisation that often draws together individuals who do not 

regularly work together, developing an effective team can be challenging.  It is important to 

recognise this and to look to engender a strong team ethic within the Project Team and, in 

particular a strong sense of responsibility to the delivery of the project. 

This can be achieved in a number of ways, ranging from formal contracts (i.e. documents 

which explicitly set out the responsibilities of an individual while working on the project) to 

informal team building exercises.  

3.2.3 Project Manager 

The Project Manager is the person given the authority and responsibility to manage the 

project on a day-to-day basis, to deliver the required products within the constraints agreed 

with the Project Board.  The Project Manager organises and facilitates the project and owns 

and maintains the key project documents.  This role may be complemented by a Project 

Support Officer.  

3.2.4. Project Assurance 

“The project board is responsible, via its project assurance role, for monitoring all aspects of 

the project’s performance and products independently of the project manager.” [PRINCE2] 

Project Assurance is an external (i.e. a role fulfilled by an individual or group not directly 

involved in project delivery) check, or audit, on the project.  The Project Manager states the 

project assurance approach for the individual project in the Quality Plan.  

Elements of project assurance may include: 

 Using a Project Assurance Group (PAG) to provide direct support to the Project 

Board for the assurance of the project 

 Peer Reviews 
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 Using external consultants 

3.3 Quality 

Each project should install means by which the quality of both the project deliverables and 

the management of the project itself are measured and checked – to ensure that it remains 

on course and any deviations from these standards are dealt with efficiently. 

3.3.1 Quality Plan 

Each PRIDE project has a Quality Plan.  This may exist as a distinct document in its own 

right or, often, as a section within the PID. 

The Quality Plan addresses the “customer’s” quality expectations, both of the project 

delivery and of the project outcomes.  

It also includes the approach to acceptance and quality control, responsibilities and 

assurance. 

3.3.2 Peer Reviews 

Peer reviews are encouraged to utilise existing knowledge and experience in order to 

produce high quality key project documents. 

In particular, the project PID and Communications Plan should be sent for review to suitable 

peers when they are nearing completion, for feedback and suggestions.  This is not a formal 

sign-off, but helpful input.  It remains the prerogative of the Project Manager to utilise the 

input received through peer reviews. 

3.4 Plans 

“A detailed proposal for doing or achieving something which specifies the what, when, how 

and by whom it will be achieved” [PRINCE2] 

Planning is a core element of any project with the project plan serving as one of the core 

documents.  It serves as a means of planning and tracking the progress of project activities 

and also as an important means of communication with project stakeholders and as such, is 

a mandatory document for any project. 

Most commonly the plan will take the form of a Gantt3 chart, which sets out the activities 

required to deliver a particular product and the timescales against which delivery is planned. 

It should also detail the resources needed for the activities and tasks which have been 

defined in the plan. 

The project plan is an ever-evolving document and should be updated to reflect progress on 

a rolling basis.  Depending upon the nature of the project and the level of detail required in 

                                                
3 A Gantt chart is a type of bar chart that illustrates a project schedule, with planned and actual dates 
and resource allocation.  
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setting out activities, the project plan may be a very simple or very lengthy and complex 

document. 

3.5 Risk (see section 2.2.3) 

3.6 Change 

“A relevant event that has happened, was not planned and requires management action” 

[PRINCE2] 

3.6.1 Issue Management 

A risk relates to something that might affect the project.  An issue is something that has 

affected, is affecting or will affect the project. An issue is ‘live’ and will require action to 

resolve, sometimes via escalation or Change Management. 

Project issues should be managed via an Issue Register.  Responsibilities for the 

identification and management of issues should follow the same guidelines as risk 

responsibilities outlined above.  The recommended content of a Project Issue Register is 

summarised below: 

Title Issue Register 

Purpose Records each issue and assigns a unique number for reference.   

Updated Regularly (minimum of fortnightly) 

Maintained 
by 

Project Manager 

Composition As a minimum: 

 Issue no:  

 Category  

 Raised by  

 Date Raised  

 Status Open /Closed  

 Issue Title  

 Cause Description   

 Issue Description  

 Impact Description  

 Scale  

 Action Plan  

 Progress / actions against plan  

 Issue Owner  

 Issue Action Manager  

 Critical Date  

 Review Date  

 Closed Date  

 

3.7 Progress (see section 2.2.4) 
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4 Governance 

4.1 Configuration Management 

This section outlines the PRIDE approach to the configuration management of project 

documentation and the available PRIDE templates. 

4.2 Recommended File Structure 

PRIDE recommends the following project file structure however, each project is different and 

this structure should flex to suit. 

 Concept / Start Up 

o Project Mandate 

o Business Case 

o Project Background/Planning Information 

 Planning / Define 

o PID 

o Project Registers 

o Communications 

 Project Delivery 

o Project Status Reports 

o Work Packages 

o Change Control Note 

o Exception Report 

 Project Closure 

o Lessons Learned 

o End Project Report  

 Project Management 

o Project Plan 

o Finance 

o Team Meetings 

 Project Board 

4.3 Project Documentation 

The following documents are the key documents used within PRIDE: 
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Document Description 

Project Mandate A document created prior to the formal project, giving its 

terms of reference. 

Business Case A document that describes and justifies the project – 

used for obtaining budget and permission to proceed.   

Project Initiation Document 

(PID) 

Defines the project at the start of the formal project. 

Project Plan The project schedule of work – typically as shown in a 

MS-Project Gantt Chart. 

Benefits Register A register of identified project benefits. 

Risk Register A register of project risks. 

Issue Register A register of project issues. 

Project Status Report (PSR) Typically a monthly report to the Project Board and PRB 

from the Project Manager, formally stating the project 

status, including highlighting current risks, issues and 

milestones. 

End of Project Report The report produced at the end of the project, 

summarising the project outputs and an assessment of 

the project including “Lessons Learned”. 

 

Templates exist for these and are available via the PRIDE website: 

http://www.dur.ac.uk/university.it/projects/programme_management_office/pride/  

All other PRINCE2 documents may be used as deemed appropriate by the Project Manager, 

or as requested by the Project Board and as defined by the Project Checklist.   

4.4 Naming Conventions and Versioning 

PRIDE recommends that projects follow the following structure for documentation titles/file 

names: 

Document nomenclature:  

PROJECTACRONYM[space]DOCUMENT [space]Version/Date 

 E.g. CASSS PID 1.1 (version 1.1 of the CASSS Project Initiation Document) 

 E.g. SIP CPT minutes 2010 08 05 (minutes from the SIP Core Project Team meeting 

on 5th August 2010 

http://www.dur.ac.uk/university.it/projects/programme_management_office/pride/
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Date format (for both documentation and file folders):  

YYYY[space]MM[space]DD 

 E.g. 2010 08 05 (5th August 2010) 

Versioning: 

Major draft/published: 1.0, 2.0, 3.0 

Minor/draft version: 0.1, 0.2, 0.3 

 E.g. CASSS PID 1.1 (version 1.1 of the CASSS Project Initiation Document) 

4.5 Finance 

4.5.1 Managing Project Budgets 

Each project should define clear processes by which its budget will be managed.  This is 

generally captured in the PID.  The PRIDE approach to managing project budgets is defined 

as follows: 

 All requisitions are raised by the PMO or relevant Project Manager in the University’s 

Acquire system.  

 The requisition should specify if the money is to come of the capital or revenue 

budget (if relevant).  

 The Project Manager monitors the costs on their projects in order to track spend 

against budget and also to ensure there is no over commitment against budget. 

 Accounts payable will seek authorisation from the PMO or Project Manager to 

confirm receipt of goods and services before authorising payment of an invoice.  

 A Project Budget reconciliation should take place monthly with the CIS Finance 

Business Partner. 

 The Project Manager should produce a regular monthly budget report for their Project 

Board Meeting, the figures presented to the Board should reflect those held by the 

CIS Finance Business Partner. 

 The Project Manager will provide cash forecasting in support of requests from 

Finance as appropriate. 

 The Project Manager should be reviewing the project forecast each month to ensure 

it is accurate. 

4.5.2 Procurement 

The requirement to follow Procurement Regulations is a crucial element in the delivery of 

every project.  It has the potential to significantly delay project delivery and completely alter 

deliverables should a project fail to adequately consider procurement timescales or seek to 

implement a ‘favoured’ option without suitably considering the market. 
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Projects with significant purchasing requirements should consider any potential procurement 

implications and engage with the University Procurement Service at the earliest suitable 

point.  Depending upon the scale or complexity of procurement requirements, it may be 

beneficial for a Procurement representative to sit on the Project Board as Senior Supplier on 

a temporary or permanent basis. 

 

https://www.dur.ac.uk/procurement/local/staff/

